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SUBJECT: EMPLOYEE SEPARATION

PURPOSE:

To describe the procedure for separating an employee from City service and to provide for the
orderly accounting of issued work items and final processing of employees separating from City
employment.

POLICY:

When an employee notifies their supervisor that they will be separating from City employment,
a Resignation (Form 131-3) shall be completed and signed by the employee. In case of the
termination of an employee by the City, the letter terminating the employee will be used in lieu
of Form 131-3. In all cases the Notice of Employee Separation (Form 131-110) shall be
completed and, if possible, signed by the employee. Departments shall keep a record of all City-
owned items issued to an employee at time of initial employment and/or at any time during the
course of employment. The record shall be kept in the department files on the Employee Issue
and Separation Checklist (Form 132-108).

At the time of separation from City services, an employee shall be required to contact his/her
supervisor and the Personnel Department for separation processing. All items issued to an
employee during the course of employment shall be accounted for and Form 132-108 completed
to show final separation processing of an employee. The replacement cost of items not returned
by an employee shall be deducted from the employee’s final paycheck.

All separation forms, including the final P-2 (Personnel Action Form 131-2), will be sent to the
Personnel Department. Prior to the date of termination, the Personnel Department shall conduct
an exit interview with the terminating employee in order to systematically gather information on
employee turnover and its causes.

PROCEDURE:
Responsibility Action
Department 1.  Issues necessary items to employee

at time of employment, noting
required information on Separation
Checklist (Form 132-108).



Employee

Department

Department and/or Employee

Department

Department

Department

Employee

Personnel Department

10.

11.

12.

13.
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Signs for items issued.

Retains Separation Checklist (Form
132-108) in department’s employee
folder.

Updates Form 132-108 at any time
items are returned or issued during
employee’s service with the City.

Determines separation date of
employee upon termination or
resignation.

Completes and signs a Notice of
Employee Separation (Form 131-
110) and Resignation (Form 131-3).

Instructs employee to contact
Personnel Department to set up
appointment for separation
processing and exit interview.

Forwards to Personnel a separation
P-2 (Personnel Action Form 131-2),
Forms 131-110, 131-3, and any
letter of resignation or termination.

Insures that all items issued to
employee have been returned,
initials Form 132-108.

Notifies Payroll of any items listed
on Form 132-108 not returned and
the amount to deduct from final
paycheck.

Contacts Personnel Department to
arrange appointment for separation
processing.

Sends Form 132-108 to Personnel
along with ID.

Meets with employee to process
separation and conduct exit
interview.



Finance Department/Payroll Division

Personnel

Aftachments:

14.

15.

186.
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Prepares final paycheck after
receipt of separation P-2 from
Personnel and forwards to
employee’s department head.

Issues final paycheck.
Files Forms 132-108, 131-110, 131-

3, P-2 and ID in employee official
personnel file.

1. Employee Issue and Separation Checklist (132-108)

2. Notice of Employee Separation {131-110)

3. Resignation (131-3)
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NOTICE OF EMPLOYEE SEPARATION

CITY OF RIVERSIDE

The foliowing employee {0 be separated on:

Name:

{date)

Soec. Sec. No.:

{lass Title:

URGENT

FORWARD 2 COPIES OF THIS
IMMEDIATELY TO THE
WiTH THE

FORM
PERSONNEL DEPT.
SEPARATION PERSONNEL

ACTION FORM {131-2R6 ) AND
(1313 R3)

RESIGNATION FORM

Wages Reported to
State of CALIFORNIA

First Day Worked

Last Day Worked

Rate of Pay: Starting

Rate of Pay: Ending

* 04 . Discharge .
REASON FOR SEPARATION O 0400 Noother information D 05 - Vacation
{chetk one and explain under remarks) O 040t insubordination ) D 0500 No other mformation
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CITY OF RIVERSIDE

PERSONNEL DEPARTMENT

RESIGNATICN FORM

in gresr <o regeive any consideration for rseeployment at a later date, each emoioyee wng rasigns from the City af
Riversige must sqmpiete tnis form,

f , have peen employed by the City of Riverside since .

My present classification is ang my gresent salary is $

I herewith supmit my voliuntary resignation for the following reason:

Zffpetive date of rasignation:

o

EMPLOYEE 'S SIGNATURE JATE DEPARTHENT HEAD*S SIGNATURE 2A

REINSTATEMENT

An amoicyes w0 resigns may 0e rRapgointed IO the position supject 2 the follewing ~uguirements based on Adminisira-
Trve Manual Patigy Mo, [X-8:

Rpcumrmndgation of the Desartment mmag

Approval of the Personnel Director

3. A favorapie megical repart from tne City's megical sxamner

i. Reinstatement must Take olace within one year from the date of resignation
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